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SAMPLE CLOSEOUT LETTER

Planning & Capacity Building Fund

DATE

Ms. Suzanne Barnard, Director
Texas Community Development Block Grant Program

Texas Department of Agriculture

Office of Rural Affairs

P. O. Box 12847

Austin, Texas  78711
Re: Texas Community Development Block Grant Program (TxCDBG) Contract No. 


Dear Ms. Barnard:

This is to advise and confirm that the City of 

 has ensured completion of the contract referenced above and the preparation of contractually correct planning documents, including all reports and maps required by the contract.  The City Council has met with the planning consultant on several occasions with opportunities for citizen input and has reviewed the contents of all documents and maps for contract compliance, accuracy and suitability for the city’s needs.  The city has in its possession all products, and compact discs containing map and report data with instructions for retrieval, including the names of the software programs used.

The city has been provided by its planning consultant the original vector data for mapping and the graphic data on (for example, compact disc) that present data files which are compatible with computer systems owned by or readily available to the City of                          
                    .  Complete documentation as to the content and layout of the data has been furnished in written form to the City of 

                 .

It is the finding of the city’s reviews that the contract referenced above has been fulfilled and costs for contracted services should be reimbursed to the City of 

                      .  Please find attached, the city’s itemization and/or a description where each requirement of the TxCDBG contract’s Exhibit A, Performance Statement, can be found within each report that includes chapter, page and paragraph.
Sincerely,

Mayor, City of 
           
   
Enclosures: (typical)
· State of Texas Purchase Voucher with authorized signature;

· Request For Reimbursement Form with different authorized signature;

· Consultant invoices and proof of match payment;

· Documentation of final required public hearing to evaluate the city’s performance under the contract;

· Resolution of acceptance…See section entitled CERTIFICATIONS, PRESENTATIONS, REPORTS AND PUBLICATIONS in the contract TxCDBG Performance Statement (Exhibit A); and

· Itemization of fulfillment for each performance statement requirement.
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